Collecting Your Due:
Fines, Fees, and Invoicing

Catherine Lemmer, Project Manager
clemmer@library.in.gov
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Basic Principle: Quarters versus Dollars

Overdue Fines

 Accrue 25 cents a day; one
day grace period

 Owed to the circulating
library, not the owning
library

 What is the circulating
library?

Lost, Damaged &related charges
 Owed to owning library

 Declared lost at 45 days
overdue

 Marking item lost stops
overdue fees from accruing

e Default Price
e 510 processing fee
* Collection fee

EVER[LIGREEN
INDIANA
OPEN SOURCE INTEGRATED LIBRARY SYSTEM



Simple Billing

 Billing a Patron Account

* Retrieve patron account; select Bills
* Click “Bill Patron”

~emrner (IsL >iam ), Cathenme Refrash | LChack Out [ Items Out | dolds ‘m Edit | Mossagas | Other
1 0/a 5.35.00

HasBlls)

Standing i Summary Pay Bill

Mo Blocks/Penalties Nzt Balance 9500 dayment Type

Cash -
- Paymentappied oo Payment raceived 007
= New Balancs 95,00 - Payment applied
Status

= Change 0.0
Globaladmin

LU < Patron l}_\;t: Anrorae Payment [ Lubn-Print | Apply Payme
Intemet Unfiltered

Expirex on 2012 02 15

Selected Balance: 30.00 Un-Selected: %0500 Voided: $0.00

Red tems are
Holde: 0
 Availble 0 = Inforrration Maney Surmmary Current Payment
Ei 59 Title Field guide to Indiana wldflowers Total Billed 510,00 0.00
I il
Check Outs: 1 Last Bilirg Damaged Item Froczssing Fee Total Paid 30.00
= = Full Details | dd Eilling | | Vad All Zilings Balance Owed  $10.00
Clzimed Retumed: 0 Title he bridge knows the way : seeing America thiough Total Billed 585.00 0.00
Lost: 1 d Last Bilirg  Lost matsrals Total Paid 50.00
MonCataloged: 0 K

I Details ¢ | Add Eilling | [ Vod All 3ilings | @l 30T




Simple Billing

e Select option from drop down menu
* Add billing type, amount, note
e Click “Submit this Bill”

Lemmer (ISL Staff), Catherine : clemmer




Simple Billing

onfirm patron account updated

Scttings Zcitor | 4 Pation: LENIMER CATHERINE A
Relesh Check Qul | lerns Qul Hulus EuiL Messayes Otk
[ L9801
* 1| - Summary Pay Bill
Net Balance 9g.0L Paymen: Type W
- Payment applied .0 Payment received ]
= New Balirce &0l - Fayment applied
= Change 0.00
Eill Patron [T Arnotate Payment  [¥] Auto-Print | Apply Payment!
Selected Balance: 510,00 Un-Selected: 586,01 Voided: $0.00 [ed Iterns are still Checked Of
Irformat on Mancy Summary Current Paymert
g Title Field guide tc Indiana wi dflowers Total 3iled  §1000 200
h Last Blling:  Darnaged lem Processing Fee Tetal Nzig C.00
I [ Funvetais | [ addging | [ vaid ansiegs e Sy
B Title he bidge knows the wey : seeing AmericathroLg Total 3iled  $E5.0C 000
i LastDlling: Lost meterials Tetal Daic 5000
i [ Funetais | [adagiing | [ vaia Angilings Relance Oured  S85.00
B Type grocey Tetol Jiled 5200 T
Last Dlling: leefer lost cord Tetal dzic §C.00
[ Full Detais | [ AddBlling | | Void Al Gilirgs Ralance fhred  §2.00
B Type grocey Tetel Jiled 5101 000
Last Blling: _Posg - . ST
Full Details | | Add Blling | | Vaid All Bilirgs Balance Oured §1.01




Damaged: How to Bill

* Step One: Enter Item Barcode on Item Status
Screen (F5)

aaaaaaaaaaaaa

Item Status



Damaged: How to Bill

e Step Two:

— Click “Actions for Selected Items”
— Select “Mark Item Damaged”

Item Status
0000102284957 -- Ttem is circulating.

Scan Item

Barcode: Submit | | Upload From File

Alert Message Barcode Call Number Due Date Location Status Title
0000102284957 ISLI582.13 Y35F 2010-05-26 Indiana book Checked out Field guide tc

Copyto
Add to ltem Bucket

ipboard

Show in Catalog
Show Item Details

Show Last Few Circulations
Edit Item Attributes

Mark Item Damaged
Abort Transits
Check In Items
Renew ltems

Print Spine Label
Replace Barcode

Save Columns

- _—
Actions for Catalog@ Actions for Selected ety

1




Damaged: How to Bill

e Step Three: Authorize the Billing

Charge Patron For Damaged Hem?

Ttem 0000102234957 will be marked damaged. Was retumed on 2010-05-05 for Lermer [ISL Staff), Catherire: clemmer. Chzrge
this patren SLL.00 for the demage?

Optians
| tancer |
ltem slatus
0000102284357 -

Scan [tem
Barcodz: Submit | |gF\c.aj:an‘|E Actions for Catalogers  Actions for Selected ltem:
Alert Message Barcode Cell Number Lacation Ttl= =

000102234057 EL1582.13 V25F Indizna 200x Fild guideto Indians wildFlowers

0001012734957 RIT582.13 VasF Tndizna 200 Field guideta Tndians wildFlowers




Damaged: How to Bill

e Step Four: Check the Patron’s Account

SHLLEE (koL DIATT), LAUGSTILE Refiesi | Check Out | llemsOut | Hoids ||iiCie)  Edit | Messages | Ofher
1] [ 5000

$tanding “ || - Summary Pay Eill

Ho Blucks/Penallie Nel Balance 1000 Payrnenl Type Cach -
- Paymentapplied Co0 Payment reccived %
—New Balance 1000 - Payment apehed 000

Status - T

GlebalAdmin

su Histary [C] Annctate Payment ] Auto-Prirt  Appy Payment!

nternet Unfilere

E i013-03-15

::‘g:‘]"‘ ; Selected Balance: SIC0D Un-Selected: 5000 Volded: 500

 vailble 0 = " Woney S0 Current Payment

Bills: $0.00 = Tite Field quide to Indiana wildflowars TotalBilled  $20.00

Check Oute . Last 3iling: Damaged ltern Processing Fee Total Paid L]

1
o Ovedus L Fuli Details | [ Add 3iling | [ Veic AllGillngs Balance Owed 51000
 Lengoverdue 0 :
Claimed Retumeds 0
Lost )
:



Lost: How to Bill

e Step One: Retrieve “Items Out” on Patron
creen

Lot (Ll slall ), Callienne

Ralresn @mus Blls | Edit | Messages | Qimer
P oo s$10m
Has Bills)
Standing +| [ ItemsOut
Mo B ocks/Penalties
Checkout Lisrany
Status

Circulation Liora

Due Date

Actioms foor Selecked frem

Fines Stoppzc Remaining Renewals Title

=
2020-05-26 1

Wildflowers oF Indiana




e Step Two:

Lost: How to Bill

— Click “Actions for Selected Items”
— Select “Mark Lost (by Patron)”

|1 Patron Search | 2 Patron: Lemmer (5L Staff), Catherine | 2 Patron: Lemmer (5L Staff), Catherine

Intemet Unfiltered
Expires on 2013-03-15

Holds:

Bills:

Check Outs: 2
[}

m

[ Show Nen-Catalaned Circulations in Lict Above |

x
Lemmer (ISL Staff), Catherine Refresh | Check Out Holds Bills Edit Messages | Other -
2 0/0 $10.00
(Has Bills)
Standing ~[] - Items Out
No Blocks/Penalties ations for Selected Tenbes
Barcode Checkout Library Circulation Library Due Date Fines Stopped Remaining Renewali  Copy to Clipboard
0000102947603 2010-05-27 1 Add to ltem Bucket
Status 0000100771914  ISLI 2010-05-26 1 Show in Catalog
T Show ftem Details
ISL

Show Last Few Circulations

llark Lost (by Patron

Mark Claimed Returned
Renew

Renew All




Lost: How to Bill

* |tem appears on patron’s record

Lemmer (ISL Staff). Catherine Refresh ‘ Check Out Holds Bills Edit Messages | Other -
] £10.00
(Has Bills)
Standing |~ Items Qut
_ Actions for Sel=cted Items
Barcode reckout Library _irculation Library Lue Uate Fines Stopped Hemaiming Renewals  itle =
0000100771914 ISLI ]SI_I | 3010-05-36 _  Wildflowers of Indiana j
Status
GlobalAdmin
15

Internet Unfilbered
Expires on 2013-03-13

Halds: 0

Dillss 51000
Check Oute: 4

Losk: 0

MNon Cataloged: 0

1D and Contact Information

Liarary Card:  clemmer
D1 COther

1m

[ Print R=ceipt ] Export

Show Mon-Cataloged Circulations in L\stg ]

E/E@mml Returned, Long Overdue, Has Unpaid Billings

Actions for Selzcted Rems

Barcode Checkin Date Checkout Library
151

Circulation Library
TSI

Fines Stopped Title "

I 708T The hridge knnwes the way @ <2fing Am..




Lost: How to Bill

e Step Three: Confirm patron account billin

5LI ; Indiana State Library - Indianapolis

dilne BoULYOX I otal Billed 1000 litle I he ondge knows the way @ seeing Amenca through

ype creulation 1 otal Paid 0.00 Chedked Out A010-U5-U
start 2010-05-06TLL:52:11 Balance Owed 1000 Due Date 2010-05-27

nish Rencwal? Mo Checked In

tem Summary

Alerl Messaye Barwie Cal Murrbzr Circulalivr Library Lucalivn Gwening Litsrany Slolus Tuld Cires m

0000102547603 15162462 T629B I Irdiana book I Lost 1
Alternate View | [ Sove Columns | [ Copy to Clipboard | Frint Export
ills
Voided Then ui

Moyt Eilling Type Mate

A
( 1ok Materiols Procescing Fee SYSTEM GENFRATED Ho 300-05-05 140 >




Lost: How to Bill

e Step One: No Default Price - Add Billing

Lemmer (ISL Staff), Catherine

Internet Unfiltered
Expires on 2013-03-15

Holds: 0
|
Bills: §10.00
Check Outs: 2
|
| Long Overdus:
Claimed Returned: 0|
Lost: 0
MNon Cataloged: 0

1D and Contact Information

Library Card:  clemmer

Selected Balance: 52000 Un-Selected: $0.00 Voided: $0.00

Refresh Check Out | Items Out Holds Edit Messages | Other -
0/0 $10.00

(Has Bills)
Standing “ | - Summary Pay Bill

- Payment applied (0 Payment received (00

= New Balance 20.00 - Payment applied 000
Status = Change 0.00
GlobalAdmin
ISLD

nnotate Payment  [V] Auto-Print | Apply Payment!

Information

m

Title Field guide to Indiana wildflowers

= Last Billing: Damaged Item Processing Fee

Full Details Add Billing Void All Billings

Title he bridge knows the way : seeing America through|

Last Billing: it Materials Processing Fee

Add Billing

Red Items are still Che
Money Summary Current Payment
Total Billed  §10.00 000
Total Paid 5000
Balance Owed  $10.00
Total Billed $10.00 0.00

Total Paid 50.00
Balance Owed  $10.00




Lost: How to Bill

e Step Two: No Default Price - Add Billing
— Select billing type from drop down
— Fill in Price, Notes & Click “Submit This Bill”

cmmer (ISL Staff), Catherine : clemmer




Lost: How to Bill

e Step Three: No Default Price - Add Billing

— Confirm Billing On Patron Account

~emmer (Ll 3iaii), Cainsnne Refrash | Chack Uut‘ liems Dut | Holds I|g Edit | Massages | Othar
Item Summai

o Bils) o

Standing Alert Message Barcode Call Number Circulation Library Location Qwning Library Status Total Circs =
_ 0000102947603 ISL1624.62 T629B ISLT Indiana book su Lost 1

Alterate View | [ save Columns | | Copy to Clipbeard | | Print Export

Status

Sleobal2dmin Bills

= i Amount Billing Type Note Voided When "

niernel Unifillered

I _— 10.00 Lost Materials Processing Fee SYSTEM GEMERATED No 2010-05-06 12:00

Cupires 3n 2013-03-15 .

Holds: o 75.00 Lost materials Lost book; price confirmed with Tech Services No 2010-05-06 13:00

 hwsilable 0]

Bills: §9500 Il - O, R R .

1
Check Quts: Lact Billing: Damaged ltem Processing “ee Total Faid 000
. Ovedue 0 H . . Balance Owed  $10.00
H Full Detail: Add Billing Yeie All Bill ngs

| LemyOvedues 0 | Lo ] [sdd i)

Claimea Retumeek 0 : = ToR e e

| sk ] g Total Faid 000

Mon Cataoged 0 4| [ FulDetd d iling | [ Veic Al Billngs | EOTeEs= (ERLT

Ttem Summary
Alert Message Barcode Call Number Circulation Library Location Owning Library Status Total Cires "
0000102947603 ISLI 624.62 T629B ISLT Indiana book su Lost 1
Ahtemate View | | Save Columns | | Copy to Clipboard | [ Print Export |
Billing Type Note Voided When "
Lost M g Fee SYSTEM GEMERATED No 2010-05-06 12:00

Lost materials Lost book; price confirmed with Tech Services No 2010-05-0613:00




Lost Item: How to Bill

e Set the default price
 Admin>Local Administration>Library Settings

* Click Edit
* Fillin a price (value), Click Update Settings

rgarizauion UilL oeLurigs

ONEext Location [I5L1 * | * indicares the secting is not inheritad from the parent org unit at run tme
Edit Setting Context Walue
Edit  Alsrt or empty bib resards
Edit Allow Credt Card Paymants

Edit Change rashebing status inteval *

Edit. Charge itam pricc when marked damaged

Edit Charge process ng fee for damaged iterms EG-N 13.00
Edit Circ: Les: items usatle on chackin

Edit Circ: Restcre overdugs on [Cs: icem retum EG-IM lrue
Edit Girc: Void lost item bill ng when retumec EGIM Falsc
Edit Gire: Voud lost mex interval

s — 1T pwufasem; tze or lazt item retumn EGAN

Nefault tem Price

dit D nct avtomatically delete mpty hib recois
dit  GUI Above-Tab Dutton Dar

Gharge processirg fee for damaged items CGIN 10.CO

Creo | Edit Setting

Cis EGHN Tiug
nefault itam Prize

Cre EGN False

- Contex: sl

Cy EGIN Falze

Vaue

Delet= Setting

Update Setting

e-Tab Button Bar




What’s Mine; What’s Yours?

 Step One
e Retrieve the Patron Account
e Select Bills

1| Check Quk | jiems Out Messages | Qiher

I
Fd

Summary

Met Balancs 550 Payment Type Cesh -

- Payment spplied 00 Payment receved (00

= New Dalases 550 - Pzymertapplied  aro

= Change 0.00

Bill Patron History Annotate Payment [ Aute-Prn: | Apply Payment!

Seleuled Balanee: 3550 Un-Seledled: 5000 Voided: 5000

Intormation Woney Summary Cuntent Payment
. Iitle Arthurian leqends VotalBiled 3140 ane .
| Last Billing:  Overdue materials Total Psid 50.00 I
| FunDetils | [AddBiting | | veid.ansilings | Ralance Owed  $1.00
Title Werld e igions Total Biled 550 000
; Last Billing:  Overdue materials Iotal Paid 0.0
o [Furpemitc | [ add Riling | [ veid 1l Rilings | Dalonce Owed  $.50
Title Amacons uf blatk Sparla Lhe women waniors of Daho TolalBiled 3040 0
Lact Billing:  Overdue materials Total Paid s0.0
[ Fal Deteils | [ Add Billng | |[Veid All Gillings | Balance Owed $2.00
Iype qrecery lotalBiled 314U e
Last Billing:  Miscelaneous Total Paid 0.0 L
| Full Details | |Auu Biling ‘\-'Dl\:hﬂl\ Hl\lmqs‘ Balance Owed $1.00
Title Provenance  how a con mzn and a forger rewroteth TotalBiled 7% 000
Last Billing:  Overdue materials Iotal Paid w0

[uncheckan] ~checcan | Piint Sils | [Allernate View

| Ful Details | [ Add Billing | [ Vaicl Al Billings | Balane Owed 5,75




What’s Mine; What’s Yours?

xample
ltem Checked out at Fulton County

Renewed via OPAC or from Patron’s Home
Computer, fines owed to Hussey-Mayfield

Summary
[« HMMPL : Hussey-Mayfield Memorial BrancE p
SHE LI Total Billed 1.00 Title Arthurian legends
Type circulation Total Paid Checked Out 2009-08-04
Start 2009-08-04T14:40:16 Balance Owed 4 Due Date 2009-08-18
Finish Renewal? Checked In 2009-08-22
Item Summary
Alert Message Barcode Call Number Location Owning Library Status Total Circs =
3318700209102 ART Ya Science Fiction/Fant... FCPLR Available 3
Alternate View | | Save Columns | | Copy to Clipboard | | Print Export
Bills
Amount Billing Type Note Voided When "

25 Overdue materials System Generated Overdue Fine Mo 2009-08-19 00:00



What’s Mine; What’s Yours?

Another Example

ltem Checked out at Noble County

Renewed at Brazil, fines owed to Brazil

PLB : Brazil Public Libral
) 1570272

Total Billed

Tite Amazons of Elack Sparathe women warriors of Da
¥pe Ulation Total Faid Checked Out 2009-10-C5
start 2008-10-05715:24:54 Balance Owed 2.00 Due Date 2000-10-36
inish

Renewa? T ——=>  Checkedln 2009-11-C6

tem Summary

Alert Message Barcode Call Number Crreulation Librany Location COwning Library Status
W NNISAIF6 W|IIAIP NCPIT

MNan-fictinn NTPIC Avmiahle

Alternate View | [ Save Columns [ Copyte Clipboard | [ Print Cxpott |



Recording the Payment

Never use “void”

Use “forgive” or “waive”

May only “forgive” or “waive” fees owed to

our library

Refrssn | Check Out | jtems Out | Hoids ||GUCHSS  Edit | Messages | Oiner
1 ot §95.01
<] - Summary Pay Bill

Met Balance a1 PaymegCType — =~

- Payment applied | 209 Payient ieceived | 0]

=New Balance 95.01 - Pzymazrt applied
- Chenge 0.00

EBill Matron Histery

Selecled Balae: 51000 Un-Selecieal: 53501 Vuided: 30.00

n

Informatior
Title Fie'd guide to Indiana wildf owers
Last Billing: Damaged tem Processing Fee

[ Pt Details |

[ add Biling | [veid 21l Billings |

Meney Summary Cunient Payment
Total Billc S1C.00 200
Trtal Paid s

Balance Owed 510.00



Recording the Payment

 Example: Patron returns item marked “lost”

Lemmer (ISL Statf), Cathenne Refresh | Check Out | Helds gils |  Edit | Messages | Other
1 o/0 §96.01
- Items Out

Mo B acks/Penalties Acliune Tur Selecled e
Barcode Checkout Liorary Circulation Liorary DueDate Fines Stoppec Remaining Renewals Title E|
0010072914 1AL LU 20100 2b 1 WildHowers of Indizna

Status

Glabaliemin

s

Internet Urfiltered

Expir == wn 2013-03-15

| lo'dsi 0 /

Bills: S96.01

Check Qutc: 1 B r

_ - ‘ Show Meon-Cataleged Crculations in List Above § Expert ‘

_ - Lost, Uaimed Keturned, Long Uverdue, Has Unpaid Bilings

| ot 1

Non Ceteloged: 0 Actions for Selected fem<
Barcode Chezkin Dae Checkaut Liorary Crouation Libany Fines Stopped Title 5

1D and Contact Iniormation 000C102347603 0 U LOsT The bridge knows the way : seeirg Am...

Libray Cart  clemmer
DI Cther




Recording the Payment

* Retrieve patron account; select Bills

* Forgive the cost of the lost item and

rocessing fee
DO NOT Void

Reliesi Qheu&[]ml‘ lerns Cul |

Hulds Edil | Messages | Ot -

00 § 9601

Summary
Het Belance Bl
~Paymens 2paled gz
= Hew Dalance 110
Bil Fatron | | History

Sclected Balae:  385.00 Un-Scledted: 51101 Voided: 30,00

Pay Bil

Payment eceived 3000

- Fayment appled  g500

— Change 000

Apply Bayment!

notate Payment  [¥] Auto-Prink

Information
Title Field guiceto Inciana wildflowers
Last Billng: Darmagec ktem Processing Fes

Full Details | Add Billng | | Void Al Billings |

Money Surmary Currert Payment
TetslBiled 51000 000

Tetsl Paic .m0

Balance Owed $8.00

)ﬂe The bridge knows the way: sezing America through

stBillng: Los: materials

ull Deleits | Add Billng | [ Void A Billngs |

Tetal Billed SES 00 6500
Tetzl Pzic SC.00
Bzlance Owed $83.00




Recording the Payment

e Resolving the bill removes the item from
patron’s account

Refresh |§ne:k0u[‘m Helds | Eills | Edit Messages | Other
1

o 51101
i~ Ttems Qut
Actions for Selected teme
BarLude Checkeu. Librery Circuletion Library Due Dele Fines Stupped Rennaitiing Renevais Tille ]
000010077191 ISLI 15U 2010-05-26 1 Wildflowers of Indianz

Show Nen-Cataleged Circalatens in List Above | PErint Receipt Expot |

Lost, Claimed Returned, | Ao L T

ns for Selected tems

Barcod= Checkin Datz Checsews Librany Circulation Library Fines Stooped Tite

\




Future Options

e Constrained by current law until July 1

* Future Payment Options
— Collect any amount due
— Centralized reconciliation report run

— Importance of default prices and updating
replacement costs for items marked lost and/or 45
days overdue



Print and Email Notices

e Email Notices * Print Notices

— 3 day pre due date — 14 days
— Date due — 28 days
— 45 days

e URL - Print notices

https://evergreen.lib.in.us/notices/xxxx/index.html

e URL - Print notices tutorial

http://www.in.gov/library/files/How_to_Access_Library_Overdue_Print_Notices.pdf



Questions?

EVER[LIGREEN

INDIANA

OPEN SOURCE INTEGRATED LIBRARY SYSTEM




